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Registry: 

Please Suspense 
Mr. - 15 March. 


Miriam 3/4/65 
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Mr. 


I have checked with 
Personnel several times in 
regard to the report we 
requested to be submitted 
1 February, (see reference) 


Personnel 

is under the impression that 
all action has been completed 
on this subject; however Bertha 
is to look into it further. 


Miriam 2/25 
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1 9 MAR 1964 


MEMORANDUM FOR: Deputy Chief, Personnel Operations Division/QP 

Frank: 

Following our discussion of your memorandum 
dated 25 February 1964 on the subject of management of graphics 
personnel I discussed this with Mr. Echols who made the decision 
that he will not distribute this memorandum for the reasons we 
discussed. 

The copies marked for distribution to the 
several offices concerned are returned for cancellation. 


Att: Memo dtd 25 Feb 64 to Multiple 

Adses fax Emmett D. Echols, subj: 

' 'Management of Graphics Personnel - DD/S 64-1282 


EO-DD/S:VRT:maq (19 Mar 64) 
Distribution: 

Orig - Adse w/12 cys of att 

1 - DD/S Subject w/4 cys of att 
1 - DD/S Chrono Ref Sht t I T Ct 
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Chief, Instructional Services Branch, Support Staff, OTR 
Chief, Training Staff, | |OTR 


THROUGH 

SUBJECT 

\ 

REFERENCE 


Deputy Director for Support 
Management of Graphics Personnel 

Memorandum for DD/S fr Ex Dir, dtd 13 Dec 62, 
Subject: Consolidation of the Agency's Visual 
Aids/Graphics Services 


1. This memorandum is for information and to alert supervisors 
of Visual Aids /Graphics components to the periodic reports that have 
been rendered and art scheduled for future submission on the manage- 
ment of graphics personnel. 

2. In the referenced memorandum the Executive Director requested 
that a survey be made of th\ personnel management of visual aid/graphics 
personnel in the several components of the Agency providing these services. 

a. This survey was toybe specifically directed toward 
ascertaining: 

(1) Equity of job grading in the Agency's 
graphics components, 

(2) Distribution of workVload. 

(3) Rotation and promotioipopportunities. 

(4) Utilization and improvemPrit of skills. 

(5) Utilization of space. 

(6) Co-ordination of work among components. 

b. The survey was completed in March 1963\and after examin- 
ation and review by the Deputy Director for Support and discussion 
with representatives of the components concerned certain actions 
and conclusions resulted as follows: 

(1) The SSA-DD/S and Office of Logistics vipual 
aid groups were consolidated into one graphics un! 


CONFIDENTIAL 


Group 1 - Exclude d\trom 
automatic downgrading 
and declassification. 
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under the Printing Services Division/OL. Thus, the 
unit with the biggest backlog was joined with the one 
which, according to the survey, was least employed. 


(2) It was concluded that consolidation of OBI and 
OCI units was not practicable because of physical 
separation of these offices (OBI in Alcott Hall; OCI in 
Hqts), security (special handling requisites of much of 
OCI's work), and lack of adequate available space for 
consolidated facilities. 


(3) The subject of overall career management of 
gril^hics personnel was reviewed taking into consid- 
eration the practicability of establishing a position of 
Graphics Co-ordinator under Printing Services Division/OL 
who wouBi be responsible for co -ordination and distribution 
of work throughout all graphics components, and for 
career development, recruitment, training, promotion, 
and rotation program for all graphics employees. This 
suggestion was not implemented since the survey demon- 
strated that Agency components generally provided the 
required graphics Services within acceptable time limits 
and a general co-ordination of graphics units did not 
appear to be e s sential\specially in light of the consider- 
ations of security, dispersed locations, specialized require' 
ments, and the difficulty Xf setting valid priorities. As 
regards career management, the survey revealed no 
evi dence of serious inequitieis or morale problems among 
the employees then assigned to the seven separate 

units in three Deputy Directors^ 


3. In considering these conclusions, the Executive Director requested 
in May 1963 that thought be given to the establishment of a formal Advisory 
Committee, under the Director of Personnel, to lOok after the career 
management and utilization of graphics per sonnel. yThe Deputy Director 
for Support, in reviewing this proposal, concluded i\ a memorandum to the 
Executive Director, dated 6 January 1963, that the nded for such an Advisory 
Panel had not been established. However, the Director of Personnel was 
asked to monitor on a continuing basis the overall management of graphics 
personnel and to request such assistance as required frorp the components 


CONFIDENTIAL 


Group 1 - Excluded from 
automatic downgrading 
and declassification. 
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concerned to deal with specialized problems. In addition, the Chief, 

Printing Services Division/OL was askedto comment on the co-ordinating 
role which his Division could or should play after he had had a few 
months of experience with the new combined unit (i.e. SSA-DD/S and 
OL Visual Aids Groups) assigned to him. (The Director of Logistics 
subsequently made his review of the feasibility of such an arrangement 
with the conclusion that it would be unnecessary and impractical to 
attempt to act as the co-ordinator for work standards and allocations 
or as the manager of the career aspects of visual aids/ graphics personnel.) 

4. In liniKwith the Deputy Director for Support's request, on 5 Febru- 
ary 1964 the Office of Personnel completed a report on the results of 
"monitoring on a continuing basis the overall management of graphics 
personnel ..." for \he period beginning 1 June 1963 through 31 Decem- 
ber 1963. This analysis revealed that in this seven-month period, nine 
graphics personnel left graphics positions. Five of these people were 
reassigned within the Agency: one was a military separation; and three 
left the Agency. One of thesV resignees returned to the University of 
Pittsburg to work on a graduate degree, one accepted a teaching position 
at the University of Indiana, anoVpne returned to her home on the West 
Coast. These facts appear to conJirm that graphics personnel are not 
overlooked for reassignment between components and experience as much 
opportunity for cross -movement as for most other specialists. In the 
matter of equitability and balance of work loads among the several graphics 
shops, the Office of Personnel does not nave a practicable means of moni- 
toring this factor except in terms of evidences of employee dissatisfaction 
(which to date have not been reflected) and management requests for addi- 
tional staff personnel. There is no way to erhrure that these people are not 
underworked except to make a logical assumption that present pressures 
to make best use of limited ceiling would result in quick elimination of 
positions where work load factors permit. The decentralization of this 
particular group of specialists is in substance no different from the decen- 
tralization of other individuals who do other "specialist" functions for a 
component. These people can readily identify with the\substance of the 
component as a whole and can find as strong bonds as thVy might in using 
their techniques as a common interest. The reported evidence shows that 
these individuals are properly managed and utilized by the ^respective com- 
ponents to which they are now assigned. In the matter of promotion oppor- 
tunities, combining the various units into one would not increase opportunities 
unless higher-graded positions were artificially introduced. Any specialty 
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field has a top which necessarily must be recognized and accepted by an 
individual when he chooses to so specialize. 


5. The conclusions drawn by the Office of Personnel as presented in 
the above paragraph satisfied the Deputy Director for Support that the 
present system of decentralized career management of graphics personnel 
was satisfactory and adequately efficient. The Director of Personnel was 
directed to continue monitoring the activity in cooperation with the heads 
of the operating components concerned. The next scheduled report on 
management of graphics personnel has been set for 1 February 1965. 


6. In order to assure the continued validation of efficiency in provid- 
ing graphics se\vices and equity in the utilization and career management 
of assigned graphs personnel, I request each responsible official heading 
visual aids or graphics shops to continuously address himself to the pecu- 
liar considerations of\his specialty group. From your intimate association 
you are in a position to bring to our attention any discrepancies, inefficien- 
cies or inequities which rn^y only become apparent to you. I specifically 
request that when vacancie s\)ffering promotional opportunities arise and a 
candidate in your component i\not obviously well qualified for it, this fact 
be brought to the attention of Placement Branch/ POD so that efforts can be 
made to canvass other units for ah on-board qualified individual before 
undertaking external recruitment. \ further request that you identify to 
Placement Branch/POD any individual who is seriously dissatisfied with 
his or her assignment as well as any pterson whose capabilities cannot be 
fully realized or offered deserved promh^ions within your organizational 
structure. 


CONFIDENTIAL 



Emmfctt D. Echols 
DirectoAof Personnel 



Group 1 - Excluded from 
automatic downgrading 
and declassification. 
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- Deputy Director for Support 

- Director of Personnel 

- Chief, Personnel Operations Division 

- Chief, Graphics and Visual Aids Staff, Printing Services Division, OL/ 
Publications Division, OBI 

National Indications Center, Off of the Asst Dir, OCI 
Graphics Division, Intelligence Information Staff, OCI 
Graphical Analysis Branch, Publications Division, NPIC 
Technical Services Branch, Technical Intelligence Division, NPIC 
Instructional Services Branch, Support Staff, OTRi/ 


Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 

Chief, 


Training Staff, 

OTR 



Technical Services Division, DD/P 



TSD, DD/P 

Control Center Staff, Off 

of Special Activities, DD/ 

S&T 


CA Staff, DD/P 


op/pod| 


fcmkv (25 Feb 64) 


STAT 
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MEMORANDUM FOR: Chief, Control Center Staff, Office of Special Activities 


THROUGH 


SUBJECT 


REFERENCE 


Deputy Director for Support 

Deputy Director for Science & Technology 

Management of Graphics Personnel 

Memorandum for DD/S fr Ex Dir, dtd 13 Dec 62, 
Subject: Consolidation of the Agency's Visual 
Aids/Graphics Services 


1. This memorandum is for information and to alert supervisors 
of Visual Aids/ Graphic s components to the periodic reports that have 
been rendered and ar\ scheduled for future submission on the manage- 
ment of graphics personnel. 

2. In the referenced Memorandum the Executive Director requested 
that a survey be made of thh personnel management of visual aid/graphics 
personnel in the several components of the Agency providing these service! 

a. This survey was be specifically directed toward 
ascertaining: 


(1) Equity of job 
graphics components. 


grading in the Agency's 


(2) Distribution of wprk load. 

(3) Rotation and promotion opportunities. 

(4) Utilization and improvement of skills. 

(5) Utilization of space. 

(6) Co-ordination of work amVng components. 

b. The survey was completed in Marcnv 1963 and after examin- 
ation and review by the Deputy Director for lBupport and discussion 
with representatives of the components concerned certain actions 
and conclusions resulted as follows: 


(1) The SSA-DD/S and Office of Logistics visual 
aid groups were consolidated into one graphics unit 
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under the Printing Services Division/OL. Thus, the 
unit with the biggest backlog was joined with the one 
which, according to the survey, was least employed. 

(2) It was concluded that consolidation of OBI and 
OCI units was not practicable because of physical 
separation of these offices (OBI in Alcott Hall; OCI in 
Hqts), security (special handling requisites of much of 
OCI's work), and lack of adequate available space for 
consolidated facilities. 


\ (3) The subject of overall career management of 
graphics personnel was reviewed taking into consid- 
eratrqn the practicability of establishing a position of 
Graphites Co-ordinator under Printing Services Division/OL 
who would be responsible for co-ordination and distribution 
of work throughout all graphics components, and for 
career development, recruitment, training, promotion, 
and rotation program for all graphics employees. This 
suggestion wasNnot implemented since the survey demon- 
strated that Agency components generally provided the 
required graphics\service s within acceptable time limits 
and a general co-ordination of graphics units did not 
appear to be essential especially in light of the consider- 
ations of security, dispersed locations, specialized require- 
ments, and the difficulty of setting valid priorities. As 
regards career management, the survey revealed no 
evi dence of serious inequities or morale problems among 
the 


(employees the reassigned to the seven separate 
units in three Deputy Directorates. 

\ 

3. In considering the se conclusions, th& Executive Director requested 
in May 1963 that thought be given to the establishment of a formal Advisory 
Committee, under the Director of Personnel, ^to look after the career 
management and utilization of graphics personnel. The Deputy Director 
for Support, in reviewing this proposal, concluded in a memorandum to the 
Executive Director, dated 6 January 1963, that the need for such an Advisory 
Panel had not been established. However, the Director of Personnel was 
asked to monitor on a continuing basis the overall management of graphics 
personnel and to request such assistance as required from the components 
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and declas sificatlon. 


Approved For Release 2002/08/15 : CIA-RDP84-00780R000500080016-4 




Approved For Release 2002/03ffiff15iaBAfRIDJ584-00780R000500080016-4 


SUBJECT: Management of Graphics Personnel 


concerned to deal with specialized problems. In addition, the Chief, 

Printing Services Division/ OL was askedto comment on the co-ordinating 
role which his Division could or should play after he had had a few 
months of experience with the new combined unit (i. e. SSA-DD/S and 
OL Visual Aids Groups) assigned to him. (The Director of Logistics 
subsequently made his review of the feasibility of such an arrangement 
with the 'conclusion that it would be unnecessary and impractical to 
attempt to\ut as the co-ordinator for work standards and allocations 
or as the manager of the career aspects of visual aids/ graphics personnel.) 

4, In line with the Deputy Director for Support's request, on 5 Febru- 
ary 1964 the Offic\of Personnel completed a report on the results of 
"monitoring on a cortLlnuing basis the overall management of graphics 
personnel . . . " for the period beginning 1 June 1963 through 31 Decem- 
ber 1963. This analysiV revealed that in this seven-month period, nine 
graphics personnel left graphics positions. Five of these people were 
reassigned within the Agenoy; one was a military separation; and three 
left the Agency. One of the s\re signee s returned to the University of 
Pittsburg to work on a graduate degree, one accepted a teaching position 
at the University of Indiana, anchone returned to her home on the West 
Coast. These facts appear to coikirm that graphics personnel are not 
overlooked for reassignment between components and experience as much 
opportunity for cross-movement as for most other specialists. In the 
matter of equitability and balance of work loads among the several graphics 
shops, the Office of Personnel does nordiave a practicable means of moni- 
toring this factor except in terms of evidences of employee dissatisfaction 
(which to date have not been reflected) and. management requests for addi- 
tional staff personnel. There is no way to \msure that these people are not 
underworked except to make a logical assumption that present pressures 
to make best use of limited ceiling would result in quick elimination of 
positions where work load factors permit. Th& decentralization of this 
particular group of specialists i6 in substance no different from the decen- 
tralization of other individuals who do other "specialist" functions for a 
component. These people can readily identify with the substance of the 
component as a whole and can find as strong bonds \e they might in using 
their techniques as a common interest. The reported evidence shows that 
these individuals are properly managed and utilized by the respective com- 
ponents to which they are now assigned. In the matter\of promotion oppor- 
tunities, combining the various units into one would not increase opportunities 
unless higher-graded positions were artificially introduced. Any specialty 

Group 1 - Excluded from 
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and declassification. 
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field has a top which necessarily must be recognized and accepted by an 
individual when he chooses to so specialize. 

5. The conclusions drawn by the Office of Personnel as presented in 
the above paragraph satisfied the Deputy Director for Support that the 
present system of decentralized career management of graphics personnel 
was satisfactory a^nd adequately efficient. The Director of Personnel was 
directed to continue- N monitoring the activity in cooperation with the heads 
of the operating components concerned. The next scheduled report on 
management of graphic sSpersonnel has been set for 1 February 1965. 

6. In order to assure th0.continued validation of efficiency in provid- 

ing graphics services and equiW in the utilization and career management 
of assigned graphics personnel, ^request each responsible official heading 
visual aids or graphics shops to continuously address himself to the pecu- 
liar considerations of this specialty group. From your intimate association 
you are in a position to bring to our attention any discrepancies, inefficien- 
cies or inequities which may only be comfe apparent to you. I specifically 
request that when vacancies offering promotional opportunities arise and a 
candidate in your component is not obviouslyvwell qualified for it, this fact 
be brought to the attention of Placement Branoh/POD so that efforts can be 
made to canvass other units for an on-board qualified individual before 
undertaking external recruitment. I further request that you identify to 
Placement Branch/ POD any individual who is seriously dissatisfied with 
hie or her assignment as well as any person whose Capabilities cannot be 
fully realized or offered deserved promotions within your organizational 
structure. I ^ 1 


Emmett D. Echols\ 
Director of Per sonne 
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Group 1 - Excluded from 
automatic downgrading 
and declassification. 


25X1 


Approved For Release 2002/08/15 : CIA-RDP84-00780R000500080016-4 





Approved For Release 2002/08/15 : CIA-RDP84-00780R000500080016-4 
Distribution; 

4 - Deputy Director for Support 1 / 
l • Director of Personnel 

1- . Chief, Personnel Operations Division 

1 • Chief, Graphics and Visual Aids Staff, Printing Services Division, OL 
1 - Chief, Publications Division, OBI 

1 - Chief, National Indications Center, Off of the Asst Dir, OCI 
1 - Chief, Graphics Division, Intelligence Information Staff, OCI 
1 - Chief, Graphical Analysis Branch, Publications Division, NP1C 
1 - Chief, Technical Services Branch, Technical Intelligence Division, NPIC 


1 - Chief, Instructional Se rvices Branch, Support Sta ff, OTR 
1 * Chief, Training Staff, ] | OTR 

STAT 1 * Chief, Technical services Division, DD/P 

STAT 1 - Chief, | TSD, DD/P 

1 - Chief, Control Center Staff, Off of Special Activities, DD/S&T 
STAT 1 * Chief, CA Staff, DD/P 

STAT OP /POD/ 1 [mkv (25 Feb 64) 


STAT 


* 
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T. CONFIDENTIAL 

C/GAB/PD/NPIC; C/ TSB/ TID/NPIC 


THROUGH 


SUBJECT 


Deputy Director for Support 
Deputy Director for Intelligence 

Management of Graphics Personnel 


REFERENCE 


Memorandum for DD/S fr Ex 
Subject: Consolidation of tl 
Aids/Graphics Services 


nr, dtd 13 Dec 62, 
Agency's Visual 


1. This memorandum is for information amd to alert supervisors 
of Visual Aids/Graphics components to the periodic reports that have 
been rendered and are scheduled for future/submission on the manage' 
ment of graphics personnel. 

2. In the referenced memorandum /he Executive Director requested 
that a survey be made of the personnel: management of visual aid/graphics 
personnel in the several componentsyof the Agency providing these services. 

a. This survey was to b f specifically directed toward 
ascertaining: 

(1) Equity of i6b grading in the Agency's 
graphics components. 

(2) Distribution of work load. 

(3) Rotation and promotion opportunities. 

(4) Utilization and improvement of skills. 

(5 y Utilization of space. 

(6) Co-ordination of work among components. 

b. yhe survey was completed in March 1963 and after examin- 
ation aCd review' by the Deputy Director for Support and discussion 
with nepre sentative s of the components concerned certain actions 
and Conclusions resulted as follows: 


(1) The SSA-DD/S and Office of Logistics visual 
aid groups were consolidated into one graphics unit 
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under the Printing Services Division/ OL. Thus, the 
unit with the biggest backlog was joined with the one 
which, according to the survey, was least employed. 

(2) It was concluded that consolidation of OBI and 
OSI units was not practicable because of physical 
separation of these offices (OBI in Alcott Hall; OCI in 
Hqts)\ security (special handling requisites of much of 
OCI' s work), and lack of adequate available space for 
consolidated facilities. 


(3) The "bubject of overall career management of 
graphics personnel was reviewed taking into consid- 
eration the practicability of establishing a position of 
Graphics Co-ordiJ^itor under Printing Services Division/ OL 
who would be responsible for co-ordination and distribution 
of work throughout a\l graphics components, and for 
career development, Sncruitment, training, promotion, 
and rotation program for all graphics employees. This 
suggestion was not implemented since the survey demon- 
strated that Agency components generally provided the 
required graphics service sVithin acceptable time limits 
and a general co-ordination of graphics units did not 
appear to be essential especially in light of the consider- 
ations of security, dispersed loimti ons i specialized require 
ments, and the difficulty of setting valid priorities. A6 
regards career management, the ^irvey revealed no 
evidence of serious inequities or morale problems among 
the employees then assignedN^o the seven separate 

units in three Deputy Directorates. 


3. In considering these conclusions, the Executi\\j Director requested 
in May 1963 that thought be given to the establishment Yf a formal Advisory 
Committee, under the Director of Personnel, to look af\er the career 
management and utilization of graphics personnel. The ’beputy Director 
for Support, in reviewing this proposal, concluded in a memorandum to the 
Executive Director, dated 6 January 1963, that the need fcY such an Advisory 
Panel had not been established. However, the Director of Personnel was 
asked to monitor on a continuing basis the overall management of graphics 
personnel and to request such assistance as required from th\j components 
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concernedto deal with specialized problems. In addition, the Chief, 

Printing Services Division/ OL was asked to comment on the co-ordinating 
role which his Division could or should play after he had had a few 
months of experience with the new combined unit (i.e. SSA-DD/ S and 
OL Visual AidsyGroups) assigned to him. (The Director of Logistics 
subsequently made his review of the feasibility of such an arrangement 
with the conclusion that it would be unnecessary and impractical to 
attempt to act as tnh co-ordinator for work standards and allocations 
or as the manager or^the career aspects of visual aide/ graphics personnel.) 

4. In line with the Deputy Director for Support's request, on 5 Febru- 
ary 1964 the Office of Personnel completed a report on the results of 
"monitoring on a continuingSbasis the overall management of graphics 
personnel ..." for the period beginning 1 June 1963 through 31 Decem- 
ber 1963. This analysis revealed that in this seven-month period, nine 
graphics personnel left graphic ^positions. Five of these people were 
reassigned within the Agency; onewas a military separation; and three 
left the Agency. One of these resigneee returned to the University of 
Pittsburg to work on a graduate degrfee, one accepted a teaching position 
at the University of Indiana, and one returned to her home on the We6t 
Coast. These facts appear to confirm that graphics personnel are not 
overlooked for reassignment between components and experience as much 
opportunity for cross -movement as for most other specialists. In the 
matter of equitability and balance of work loads among the several graphics 
shops, the Office of Personnel does not haveV practicable means of moni- 
toring this factor except in terms of evidence {Xof employee dissatisfaction 
(which to date have not been reflected) and management requests for addi- 
tional staff personnel. There is no way to ensurfe that these people are not 
underworked except to make a logical assumptionVhat present pressures 
to make best use of limited ceiling would result in '□uick elimination of 
positions where work load factors permit. The decentralization of this 
particular group of specialists is in substance no different from the decen- 
tralization of other individuals who do other "specialist" functions for a 
component. These people can readily identify with the Substance of the 
component as a whole and can find as strong bonds as tnfey might in using 
their techniques as a common interest. The reported evidence shows that 
these individuals are properly managed and utilized by thtX respective com- 
ponents to which they are now assigned. In the matter of pVomotion oppor- 
tunities, combining the various unitB into one would not increase opportunities 
unless higher-graded positions were artificially introduced. \Any specialty 
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and declassification. 
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field has a top which necessarily must be recognized and accepted by an 
individual when he chooses to so specialize. 

5. The conclusions drawn by the Office of Personnel as presented in 
the above paragraph satisfied the Deputy Director for Support that the 
present systhm of decentralized career management of graphics personnel 
was satisfactory and adequately efficient. The Director of Personnel was 
directed to continue monitoring the activity in cooperation with the heads 
of the operating coinponents concerned. The next scheduled report on 
management of graphics personnel has been set for 1 February 1965. 

6. In order to assure the continued validation of efficiency in provid- 

ing graphics services andSequity in the utilization and career management 
of assigned graphics personnel, I request each responsible official heading 
visual aids or graphics shopSUto continuously address himself to the pecu- 
liar considerations of this specialty group. From your intimate association 
you are in a position to bring tctaur attention any, discrepancies, inefficien- 
cies or inequities which may onmbecome apparent to you. I specifically 
request that when vacancies offering promotional opportunities arise and a 
candidate in your component is not obviously well qualified for it, this fact 
be brought to the attention of Placement Branch/ POD so that efforts can be 
made to canvass other units for an on-board qualified individual before 
undertaking external recruitment. I furUier request that you identify to 
Placement Branch/POD any individual wHo is seriously dissatisfied with 
his or her assignment as well as any person whose capabilities cannot be 
fully realized or offered deserved promotions within your organizational 
structure. . A 


Emmett 

Director 


CONFIDENTIAL 
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REFERENCE 


J/CA Staff/ DDP 


Deputy Director for Support 
Deputy Director for Plans 

Management of Graphics Personnel 

Memorandum for DD/S fr Ex Dir, dtd 13 Dec 62, 
Subject: Consolidation of the Agency's Visual 
Aids/ Graphic s Services 


1. This memorandum is for information and to alert supervisors 
of Visual Aids/ Graph ics\omponents to the periodic reports that have 
been rendered and are scheduled for future submission on the manage- 
ment of graphics personnel. 

2. In the referenced memorandum the Executive Director requested 
that a survey be made of the personnel management of visual aid/graphics 
personnel in the several components of the Agency providing these services. 

a. This survey was to be specifically directed toward 
ascertaining: 

(1) Equity of job gradinj^n the Agency's 
graphics components, 

(2) Distribution of work loac 

(3) Rotation and promotion opportunities. 

(4) Utilization and improvement skills. 

(5) Utilization of space. 

(6) Co-ordination of work among components, 

b. The survey was completed in March 1963 and after examin- 
ation and review by the Deputy Director for Support Nand discussion 
with representatives of the components concerned certain actions 
and conclusions resulted as follows: 

(1) The SSA-DD/S and Office of Logistics visual 
aid groups were consolidated into one graphics urtit 
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under the Printing Services Division/ OL. Thus, the 
unit with the biggest backlog was joined with the one 
which, according to the survey, was least employed. 


(2) It was concluded that consolidation of OBI and 
OCI units was not practicable because of physical 
separation of these offices (OBI in Alcott Hall; OCI in 
Hqts), security (special handling requisites of much of 
['s work), and lack of adequate available space for 
isolidated facilities. 


(3)\The subject of overall career management of 
graphic s\personnel was reviewed taking into consid- 
eration the\practicability of establishing a position of 
Graphics Co-ordinator under Printing Services Division/ OL 
who would be responsible for co -ordination and distribution 
of work througho^ all graphics components, and for 
career development, recruitment, training, promotion, 
and rotation progrartvfor all graphics employees. This 
suggestion was not implemented since the survey demon- 
strated that Agency components generally provided the 
required graphics service^? within acceptable time limits 
and a general co-ordinatio\ of graphics units did not 
appear to be essential especially in light of the consider- 
ations of security, diaper sed\ocations, specialized require 
ments, and the difficulty of senung valid priorities. As 
regards career management, th\ survey revealed no 
evidence of serious inequities orViorale problems among 
the | | employees then assigned to the seven separate 

units in three Deputy Directorates. 


3. In considering these conclusions, the Executive Director requested 
in May 1963 that thought be given to the establishment of a formal Advisory 
Committee, under the Director of Personnel, to lookVfter the career 
management and utilization of graphics personnel. Tha Deputy Director 
for Support, in reviewing this proposal, concluded in a memorandum to the 
Executive Director, dated 6 January 1963, that the need for such an Advisory 
Panel had not been established. However, the Director ofVPersonnel was 
asked to monitor on a continuing basis the overall management of graphics 
personnel and to request 6uch assistance as required from the components 
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concerned to deal with specialized problems. In addition, the Chief, 

Printing Services Division/ OL was asked to comment on the co-ordinating 
role wh^ch his Division could or should play after he had had a few 
months mSexperience with the new combined unit (i.e. SSA-DD/S and 
OL Visual Ms Groups) assigned to him. (The Director of Logistics 
subsequently A^ade his review of the feasibility of such an arrangement 
with the conclusion that it would be unnecessary and impractical to 
attempt to act as ri^e co-ordinator for work standards and allocations 
or as the manager o'! the career aspects of visual aids/ graphics personnel.) 

4. In line with the Deputy Director for Support's request, on 5 Febru- 
ary 1964 the Office of Personnel completed a report on the results of 
"monitoring on a continuing\basis the overall management of graphics 
personnel ..." for the period beginning 1 June 1963 through 31 Decem- 
ber 1963. This analysis revealed that in this seven-month period, nine 
graphics personnel left graphic sSpositions. Five of these people were 
reassigned within the Agency; onewas a military separation; and three 
left the Agency. One of these resigWes returned to the University of 
Pittsburg to work on a graduate degroe, one accepted a teaching position 
at the University of Indiana, and one returned to her home on the West 
Coast. These facts appear to confirm mat graphics personnel are not 
overlooked for reassignment between components and experience as much 
opportunity for cross-movement as for most other specialists. In the 
matter of equitability and balance of work loads among the several graphics 
shops, the Office of Personnel does not have a\practicable means of moni- 
toring this factor except in terms of evidences of employee dissatisfaction 
(which to date have not been reflected) and management requests for addi- 
tional staff personnel. There is no way to ensure\hat these people are not 
underworked except to make a logical assumption that present pressures 
to make best use of limited ceiling would result in quick elimination of 
positions where work load factors permit. The decentralization of this 
particular group of specialists is in Bubstance no different from the decen- 
tralization of other individuals who do other "specialists functions for a 
component. These people can readily identify with the substance of the 
component as a whole and can find as strong bonds as theyVmight in using 
their techniques as a common interest. The reported evidence shows that 
these individuals are properly managed and utilized by the respective com- 
ponents to which they are now assigned. In the matter of promotion oppor- 
tunities, combining the various units into one would not increase opportunities 
unless higher-graded positions were artificially introduced. Any specialty 
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fielddias a top which necessarily must be recognized and accepted by an 
individual when he chooses to so specialize. 

5 TO* conclusions drawn by the Office of Personnel as presented in 
the above paragraph satisfied the Deputy Director for Support that the 
present system of decentralized career management of graphics personnel 
was satisfactory and adequately efficient. The Director of Personnel was 
directed to continue monitoring the activity in cooperation with the heads 
of the operating components concerned. The next scheduled report on 
management of graphics personnel has been set for 1 February 1965. 

6 In order to assume the continued validation of efficiency in provid- 

ing graphics services antiquity in the utilization and career management 
of assigned graphics personnel, I request each responsible official heading 
visual aids or graphics shop\to continuously address himself to the pecu- 
liar considerations of this specialty group. From your intimate association 
you are in a position to bring to\our attention any discrepancies, inefficien- 
cies or inequities which may only^hecome apparent to you. I specifically 
request that when vacancies offeriV promotional opportunities arise and a 
candidate in your component is not db viousl y wel1 qualified for it, this fact 
be brought to the attention of Placement Branch/ POD so that efforts can be 
made to canvass other units for an on-m° ard qualified individual before 
undertaking external recruitment. I fu^^her request that you identify to 
Placement Branch/ POD any individual wfto is seriously dissatisfied with 
his or her assignment as well as any persto. whose capabilities cannot be 
fully realized or offered deserved promotions within your organizational 
structure. i -a . 


7 Emmett U. ETcTToTs 
Director df Personnel 
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